DoD Financial Management Requlation Volume 10, Chapter 10

0 Change
June 1997
CHAPTER 10
PAYMENT VOUCHERS - SPECIAL APPLICATIONS
1001 INTRAGOVERNMENTAL PAYMENTS
100101. Rules for Completion of Reimbursement and Transfer Vouchers

A. General. Request fgaymentor items supplied t@oD isinitiated by the
supplying agency.

1. If the funds to be charged and creditace accounted for and
reported on by theame disbursing office, thehe “billing” and “blled” offices are the same. In
such cases, if the transfervisthin the same appropriation, use a journal vouchedifferent
appropriations arenvolved, use a SH080, Voucher for Transfers Between Appropriations
and/or Funds.

2. GSA Form 789, Statement, Voucher, &whedule of Withdrawals
and Credits, is an authorized payment voucher purchases from Genergbervices
Administration (GSA).

B. Authorized Vouchers for Transfers Between Appropriations and Funds.
Use SF 1080 and SF 1081, Voucher &uhedule of Withdrawals and Credits, under the
following general rules:

1. Surplus articles fowhich payment is to be made is listed on the
voucher or supporting documents at their appraised values.

2. Work and shop orders indicate thetyprices of articles or services
furnished, orthe actualvalue of personal services, materials, atter direct charges, and
overhead. Wen vouchers cover expenses incidentthe use of equipment, thiellowing
certificate is placed upon the statement of accourtteféby certify thathe amounbilled herein
represents cost atetermined under 3W.S.C. 1535and 1536.” In cases where the account is
billed based on unitosts per hourday, mile, etc., ratherthan by itemization of supplies and
services, such unitosts wll include all expeses of operation andnaintenance except
depreciation.

3. Reimbursemerfor personal services performed byemployee of
another Federadgencymay bemade provided that an agreement f@mbursement wasiade
before the rendering of such services. Copies of such agreements are attached to the transfer
voucher in support of the payment.
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4. Articles issued fromstock onhand ordue in islisted on the
vouchers or supporting documents. The unit prices of such items shouldthedsrd, average
cost, or computed on such basis as to ensure proper reimbursement to the agency.

C. Audit of Billing. The disbursingffice examineghe transfer voucher to
verify the amounts, sees that required information is shown, and validates that required certificates
are signed. Auditncludes verification of accessorial chargaseswhen levied bynon-DoD
government activitiefor issues, sales, and transfers of material, supplies, and equipment. There
also wil be included verification that charges dwt include recurring reimbursement issues
(sales) and nonreimbursable transfers of materia@nimther DoD Component, except fales
and transfers pursuant to tialitary assistance grant-aid program and forengilitary sales
(FMS) programs. After audit angrificationfor propriety, thedisbursing office citeshe major
accounting classification and certifies the voucher for payment.

D. SF 1080 Series. Use SF 10&dginal andtwo copies for payment. The
disbursing office completethe certification of OfficeBilled block of the form. Receipt and
acceptance of material or services is evidenced Bya@ment signed bthe receiver in the
Articles or Services block of the form or by two copies of receivapgrts, receipteshvoices, or
shippingdocuments if property iswolved. Keep a copy of SEO80 as the retained voucher.
Return a copy of SF 1080 to thdling office as advice of payment and collection. f&e to
include the disbursing and collection voucher numbers. Complete and @eaccopy of the
receivingreport to thebase accountable for tipFoperty. He the othercopy of thereceiving
report with the retained copy of SF 1080.

E. SF 1081 is used ashdling voucher by some Federal agencies. Process
them the same as SF 1080.

F. Payment. Issue a check for SF 1@8@ments excedor the following
which are on a “no-check” basis:

1. When both collection and payment show the same symbol number.
2. The SF 1080 was annotated “No-Check Issue.”

(NOTE: No-checkissue voucherare assigned a disbursement voucher and collection voucher
number.)

G. Entries on Posting Media. Certifthe SF 1080 after review and
verification.

100102. Payment Based on Constructiielivery, Actual Delivery, or bpped
From Inventory.
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A. General. As provided by 31 U.S.C. 15payment shall benade promptly
by check on the written request of @hgency or unifilling the order. Paymenimay bemade in
advance or on providindne goods oservicesordered. Thegayment shall béor any part of the
estimated or actualost addetermined by thagency or unifilling the order. Abill submitted, or
a request fopayment, isnot subject to audit or certification in advance of paymeRtoper
adjustments of amounts paid in advance shall be made as agreed to by the heads of the agencies or
units on thebasis ofthe actuakost of goods oservices provided. Constructigelivery is the
delivery of material to a commerciedrrier, freight forwarder, Unite8tates ointernationalpost
office, or customer at point gfroduction, storage, or test (DoD 4000.25-Nijtary Standard
Billing System (MILSBILLS)).Delivery is shown by completed hardcopy shippidgcuments,
MILSTRIP material shippinglocuments, olist of deliveries inpostoffices. Reimbursable issues
of material toDoD andotherFederal agenciesre billed based on constructivéelivery ordrop
from inventory. Under constructivaelivery, bills areissued wherhe carrier accepts trgoods
for transport. Howevelpayment under constructicelivery differs fromthe actualdelivery or
drop from inventoryconcept. Constructivdelivery bills are accepted angaid withoutwaiting
for delivery of the goods.

B. Noninterfund Billings From Agencies Within DoD.

1. General. Reimbursable sales of mataralbilled atthe time the
items are droppedrom inventory following requisition edit by a supply activigxcept that
billings for sales of bulk petroleum, oil, lubricants, perishable subsistéid&, andmilitary
assistance grant-aid shipmemi® based on constructieelivery. Constructivedelivery also
includesbillings for goods accepted by an authorized inspector of anotilgary agency at a
contractor’s planwith directshipment tothe consignee. Sudtillings must be supportedith
DD Form 250 Material Inspection and ReceiviiReport, or other authorized documesteived
from the inspector showing shipment.

2. Processing. SF 1080 is used as thiing document for
noninterfund bills. The SE080 must be prepared promptly by sa#ling activityupon dropfrom
inventory or constructiveelivery. Billingsmust be supported lroper documentationScreen
all billings to determine whether constructigelivery principles apply to ahmounts. Send the
bills to the receiving office or to the requisitioning office, when specified in the requisition.

3. PaymenProcedures.Paymentor reimbursable sales is on a check
issue basis.Upon receipt of the SF 1080 or other approtean, if proper forpayment, the
office billed prepares a check and forwards it to the billing office with a copy of the SF 1080. The
original SF1080 is used to support the statementodountability ofthe disbursing office.
Complete the certificate of office billed before paying the bill only if:

a. For constructive delivery:

(1) Comparison with theequisition showsthe items
billed were ordered at prices billed

10-3



DoD Financial Management Requlation Volume 10, Chapter 10
0 Change
June 1997

(2)  The billing is supported by asummary listing or
copies of priced shippindocumentsvhich showdelivery to acarrier. If thebilling is suppeted
by a summary listing of documents, the listing must show:

(a) Consignor (shipping office).

(b) Consignee (receiving office).

(© Ordering agency, complete requisition
number, and Military Interdepartmental Purchase Request or Cross Service Order number.

(d) Consignor’s shipping document number.
(e) Date of shipment.

) Total dollar value of each shippimtpcument
(indicate P for partial, or C for completed shipment).

(9) Code for military or commercial carrier.

3) The biling or the supportingsummary listing
contains the following statement which need not be signed: “Makdlie hereinwas released to
a carrier as indicated atipping document/summary listinfys delivery tothe orderingagency's
consignee.”

b. For dropped from inventory:

(1) Comparison with theequisition showsthe items
billed were ordered at prices billed.

(2)  The billing is supported by asummary listing or
copies of priced shipping documents.

4. Responsibility of Supplying Activity. The supplying activity notifies
the requisitioning activity of item substitutions and price or quantity changes as follows:

a. Forward a copy of theequisition (annotated to show
changes) or other authorized supply action immediately after edit for availability.

b. Send a priced “advance copy” tfe invoice assoon as
possible.
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C. Mail one priced “action copy” of thmvoice and send one
copy with the shipment at the time it is released to the carrier.

5. Responsibility of Requisitioning Activity. The requisitioning
activity administratively controls funds for commitments and obligations incurred.

a. Based on information received frdime supplying activity
regarding changes or substitutions, tequisitioning activity informshe supplying office of any
ordered items to be canceled or adjusted in the quickest and cheapesiilable. Itmayreject
items ifword is notreceived fronthe supplying officesoon enough teancel or adjusthe order
and thesupplies receivedre unacceptable fany reason. Normally, variations in shipment
should be accepted; however, when price or quantity changes would cause an overobligation of
funds, such variations should be rejected.

b. The receiving activityrecords only the amounts and
guantities of thosé&ems approved for payment. kén making reimbursemerdnnotateeach
document supporting thbilling to delete unacceptable items o¥duce quantities oitems
rejected by thesupplying activity. Adjusthe billing and make reimbursement the changed
amount. Subsequent disposition of the reje@tds isthroughmutual agreement between the
requisitioning and supplying activities.

6. Billing Adjustments forShort, Damaged, or Defective Shipments
Within DoD. The billed activity initiatesaction to obtainbiling adjustments. Daot request
biling adjustment for these causeshin DoD whenthe loss or damage lisss thar$250 peifine
item. Such losseare absorbed by the orderiagtivity. However,whenthe DoD shipper is
responsiblefor the discrepancy, SRB64, Report ofDiscrepancy(ROD), is prepared by the
receiving activity angbrocessed. The transportatimanagement offic€TMO) or transportation
office (TO), asapplicable, initiateshe SF 361, TransportatiddiscrepancyReport (TDR),when
the shortage or damage is attributed todbramercialcarriers. Adjustments f@ahipment losses
of $100 orlessmay beautomaticallygranted to a foreign country shipments involve foreign
military sales.

7. OtherBilling Adjustments or Allowances. The orderiagtivity
initiates requests to thdilling activity to grant adjustments oallowancesnot arising from
shortages, damages, or defectshipmentsfor example,overages, unacceptable substitutes, or
erroneousnaterial received. Approveeéquests arapplied as an adjustment or allowance to the
customer’s account included in the billing document. Do not regiesy adjustments when the
amount involved is $250 or less per line item.

8. Bilng and Credit for Material Diversions  Under
MILSTRIP/MILSTAMP. Activities canceling requisitiongor which a Material Diversion
Confirmation is issued are credited the amount billed, including acces$miges. The alternate
consignee fomaterial diverted ibilled for the standard price and accessorial chardesivities
canceling requisitionfor material thathe Defense Logistic Agenc{DLA) placed anorder for
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direct shipment ofnonstocked itemare billed by SF1080 for contracterminationcostsarising
from cancellation othe requisition. Th®LA promptly will notify the “bill to” activity cited in
the canceled requisition of impending termination costs.

9. Missile Propellants. Use an SF 108&@hen billing for missile
propellants on a drop-from-inventory basis. Pay thdseupon receipusingthe same SFL.080
to ensure the bill number cited remains the same.

O 100103. Payments to Defense Working Capital Funds.

[ Payment for services rendered by Defense Working Capital Fund activities is based
on the prescribedates, taffs, and biling procedures designated. As provided by 31 U.S.C.
1535, payment shall benade promptly by check otme written request of thagency or unit

filling the order. Payment may be made in advance or on providing the goods or smdéces.

The paymenshall befor any part of theestimated or actualost asdetermined by thagency or

unit filling the order. Abill submitted, or a request fquayment isnot subject to audit or
certification in advance of payment®roperadjustments of amounts paid in advastell be

made as agreed to by the heads ofatjEncies or units aime basis ofthe actuatost of goods or
services provided.

100104. Material and Services from General Services Administration (GSA)

A. Requisitions. Theupply officerprepares MILSTRIP requisitions feales
from stock or automated direct delivery sales.

1. The ordering activityecords theobligation for the material and
monitors supplysupportservices. Support therecording of theobligation with a copy of the
price extended requisition or listing of items ordered.

2. The GSA adviseghe orderingactivity of changes in prices,
guantities, or substitutionsimediatelyafter requisition edit bgending advice of changes to the
requisitioner. Based on this advice, the ordering activity informs the G8#yahanges desired.

3. GSA stores forward priced copies of DD Form 1348-1, DoD Single
Line Item Release/Receipt Document, sbockeditems withthe shipment tathe consignee. For
stockeditemsordered to behipped directly fronthe supplier, the GSA forwards a copy of the
supplier'sorderform. For nonstoregems,the GSA forwards a copy of the purchasder or a
contractor'spackingticket, as appropriate. These documents showntimber of packages,
types of package, description of contents, package number, the gross weight, and cube. Copies of
the documents are sent to the disbursing office, the consignee office, and the ordering office.

4. The ordering activity is responsibfer administrativecontrol of
funds. Based on changes in prices, quantities, or substitutions of items the ordering activity:
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a. Adjusts thepreviouslyrecordedobligation; or, if funds of
the orderingactivity will be overobligated, advisethe GSAdepot by the mostxpeditious and
economical means available of requisitioned items to be canceled or adjusted.

b. Normally accepts substited items and changes in prices
and quantities as detailed in paragraph 100104-ATR)s does noapply when material that was
not ordered or acceptedould cause overobligation of funds. Disposition of material not
accepted is arranged by mutual agreement betweemrderingactivity andthe GSAdepot.
Billing adjustments are made as stated in paragraph 100104-C.

B. Noninterfund Billings (GSA).

1. The GSA provides selected supplies, equipment, services, space,
communicationsmotor vehicle rental, andother miscellaneous items on a reimbursable basis.
These supplies and servia@®financed from revolving, management,working capital funds.
Reimbursement frorthe components are obtained through peribilings and collectiongvhich
permits the GSA to operate these programs with a minimum amount of appropriated capital.

2. Bills are receivedrom the GSA biweekly, monthly, or quarterly
after the fact, or in advance on thbilling forms. GSA Form 789, Statement, Voucher, and
Schedule of Withdrawals and Credits, is used fibndgp Certification of suchbills by the GSA is
not required. Except for thosdls which are rendered in advance (such as rental paymeitits),
are sent to the components only after there is evidence of detwaly of material or services or
after receipt of evidence of shipment (constructive delivery). Documents or billinggesmetslly
arefurnished bythe GSA, andhey contain necessadata topermitidentifying the requisition,
purchaseorder, travel order, or othabligating documents. The GSAag) atits discretion,
process requisitions of $1 or less withollling. If such itemsare notbilled 60 daysafter receipt
of the material, the obligation should be canceled.

C. Adjustments. The GSA adjustsilings when appropriate for
transportation-type discrepancies attributabldhéccommon carrier, and whehe discrepancy in
shipment is either caused Hye shipper (GSA), or resultBom a lost or damaged pargebst
shipment. The GSA adjusksllings thatare erroneous, if the error is over thmountspecified
per line item in DoD 4000.25-7-M, Chapter 4, paragraph A.2.

1. For lost,damaged, or defective shipments, wihieadiscrepancy is
apparently attributable to theommon carrierthe receiving activityprepares an SF 361. The
GSA processes thestaims withinCONUS, since theyare designated on the governmebititof
lading (GBL) to make payment of transportation charges to the common carrier.

2. Whenthe discrepancy in shipment is either causedh®yshipper

(GSA) or results from a lost or damaged papmtshipmentthe receiving activityprepares an
SF 364. The receiving activity sends the SF 364 to the GSA Discrepancy Reports Center.
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3. Errors in GSA noninterfuntillings over the amount per linéem
specified inDoD 4000.25-7-M, Chapter 4, oth#ran thediscrepancies in paragraphs 100104-
C(1) and (2), areorrected by the GSAased on a letter frothe billed office. For these errors,
thebilled office sends a letter to the GHAiscrepancyReports Centeincludes &ull explanation
of the error, and attaches a copy of biléng documentwhich includesthe error. The billed
office will process interfund billing (MILSBILLS) errors.

4. Some discrepancies ahitling errors are¢oo small toprocess. The
gain or loss fronerrorsand discrepancig®o small toprocess, per paragraphs 100104-A(1),(2),
and (3), are absorbed by the ordering activity.

5. The GSA processes the SF 364 (ROD) and SHBBR), replies
to thereceiving activity,and, whenapplicable, sends an adjusted to the billed office. They
also process letteelvising them oerroneoudilling over the amounspecifiedper lineitem in
DoD 4000.257-M, Chapter 4, reply to the billed office, and, when applicable, send an ddljusted
to the billed office.

a. The receiving activity is responsible to follow-up with the
GSA Discrepancyreports Centewhenthe GSAfails to reply to aTDR or ROD. When the
reply to aTDR or RODindicates abiling adjustment Wl not bemade, thereceiving activity
absorbs theesulting gain or loss. Wenthereply indicates dilling adjustment vil be made, the
receiving activity provides a copy of the reply to the billed office.

b. If the billing adjustment is not received within 60 days of the
date of thereply tothe TDR or ROD, théilled office follows up withthe GSADiscrepancy
Reports Center, fonon-interfund Bls, by letter, with a copy of theeply tothe TDR or ROD
attached. If naeply is received tahe follow-up letterwithin 60 additional days, aecond
follow-up letter is sent from the billed office to the GSA Discrepancy Reports Center.

C. The billed office sends follow-up letters to the GSA
DiscrepancyReports Center, abobtling errors over the amouspecifiedper lineitem in DoD
4000.25-7-M, Chapter 4, each @8ys untilthe billing adjustment is received or until adviséeht
a billing adjustment will not be made.

D. Transportation. The GSA pays transportation coststockitems to all
CONUS activities and to UniteStates ports odmbarkation for overseafipments. Theseosts
areincluded inthe GSA standardtockitem prices. Transportation charges for non-stdatms
are paid by the consignee or, if paid by the GSA, they are billed to the consignee.

E. Payment (Noninterfund).

1. Make paymentor material by check within 15 daydter receipt of
the GSA nvoice. GSA Forni789 is thepayment voucher authorizéddr purchases from the
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GSA. Pay the bills as rendered without preaudit or receipt verification, sohjgtd availability
of funds and adjustments for obvious significant errors in dollar amount. If serrdeletedrom

the billing, fully explain orthe GSAbilling forms. Establish a follow-up system to magere that
material paid for is received.

2. GSA billings for material shipped overseas containspecial
surcharge for packing, packaging, and preservation of material. Gbstseare noincluded in
the standard unit prices of tiiemsbut arebilled separately. GSAillings for these charges cite
the appropriation fund code shown in the MILSTR&Buisition. Send a copy of the G®Aling
form with a check to the GSA Regional Director of Financial Management.

3. Surcharge rates are computedapplying amauthorized percentage
of thevalue ofthe materialordered andlelivered, withboth Level A and Level Bpack, through
the GSA regions t®oD customers oversea3.hese rates are subjectdbange eachiscal year
based on annual review of actual costs by the GSA.

4. Accounting Services is responsibller GSA Motor Pool
transactions incurred by thlecal TO. Travel section processes paymentsthie GSA or
contractors forvehicle rentals authorized by travedrders. Use the data on thelling
documented detabilling cards toidentify the requisition, purchaserder, tavel order, or other
obligatingdocument. Compare thm@lling information tothe obligation document, if aerror is
found, follow instructions in paragragl®0104-C. Makgayment by check within 30 days of the
billing date. The GSA forwarddetail billing cards in support of theummary billingdocument
and a GSA Form 789. The GSA suppadsh transaction listed with dethilling cards for use
with either mechanized systems or for manual processing.

5. The GSAbills for FederalTelecommunication Servic&TS), as
authorized by 31 U.S.C. 153md Title41, Federal Property Management Regulation (FPMR),
Chapter 101. Thedalls are submitted quarterly améid in advance, without preaudit or receipt
verification, subject only to the availability of funds. Pay tHabgwithin 15 daysafter receipt of
the GSA invoice.

F. Billing and Credit for MateriaDiversions Under MILSTRIP/MILSTAMP.
Credit activitiescanceling requisitionfor which a material diversion confirmation is issued with
the amounbilled, including accessorigharges. The alternate consigneeniaterial diverted is
billed for the standard price and accessorial chardgesivities canceling requisition®r material
for whichthe GSA placed aarder for direcshipment oihonstockedtemsarebilled by SF1080
for contract termination costs arising from cancellation of the requisition. The @S#amptly
provide the bill to the activity cited in the canceled requisition of impending termination costs.

100105. PaymentProcedures for Transactions with the Governniemtting Office
(GPO), Library of Congress, and Government Corporations.
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A. General. When services or suppliase furnished, an invoicanay be
submitted to theequisitioning component. In such cagbs, SF 1080 is prepared and processed
for payment bythe office billed. Attach theinvoice tothe SF 1080. Instead @fnscribing the
details ofthe transactiondist each invoicainder the caption “per attacheawoice” according to
date, number, and other identifyidgta as appropriate. Extend the net amoustoh invoice in
the amountolumn. Inthe case omiscellaneous publications, subscriptidiiss, etc.,acquired
from the GPO or théibrary of Congress, amvoice may beaccepted by thdisbursing office to
supportpayment instead of receivingportcertification, subject to later adjustment if required.
As a result of a Deputy Secretary of Defense decision to consolidate printirduplicéiting
services inhe Department, thBefense Printing Service the single DoDfocal pointfor GPO
ordering and payment. the bill is submitted on SF 1034ublic Voucher for Purchases and
Services Other Than Personegrtify andprocess it fopaymentthe same agor payment of a
commercial account.

B. Payments tdGPO. The GPQeimburseghe contractor focommercial
printing services acquiretirough that agencyThis eliminateghe requirement for theéisbursing
office to have a receiving report or other evidence of receipt, conformance, or performance before
payment of the GPO billing.

1. The GPO sendsvo invoice copies tothe orderingactivity for
certification andhe remainingthree to theservicingcomponent. The orderiragtivity keeps one
copy for theirfiles and sends one to tliesbursing office. Senthe original with the payment
voucher, one copy to the GPO wjghyment, and keep one copytire componenpaymentfiles.

2. Upon receipt of a certified invoice from the orderaagivity, match
it to the one irfinanceand accounting and make payment within 15 days. This ceitifiette
serves as a receivimgport. Do nosuspense payments tftte GPO becaudbeyare notsubject
to the Prompt Payment Act.

3. If the certified invoice isnot received within 10 days, follow up
with the orderingactivity listed onthe nvoice. If the orderingactivity states that order is
received and delay is Ime-item price certification, make paymentsson agossible based on
the invoice received irthe disbursing office. Keepne copy forpaymentfiles and return one
copy with the check to the GPO to enspreper credit. Laterywhen the certified invoice is
received fromthe orderingactivity, attach it to the copy in thpaymentfiles assupporting
documentation.

4. After payment is made, a copy thle SF 1034 or 1080 with the
invoice attached may be sent to the ordering activity on a case-by-case basis.

5. In the case afliscrepancieghe GPOfurnishesboth thedisbursing
office andthe orderingactivity with a creditinvoice to beused as an offset against the next
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invoice receivedor that ordering activity. Attach a copy tife creditinvoice tothe payment
voucher where the offset occurs and include in the payment files.

100106. Use of Imprest Fund.

A. Reimbursement of Imprest Fund Optional Form (OR}129,
Reimbursement Voucher, and OF 1129A (Memo).

1. See FAR 13.4 for guidance and DoD FMR Volume 5, Chapter 2.
2. Payment of Fee$or Cashing Treasury Checks.Imprest fund
cashiersmay pay fees to cash Treasury checks at locations where Government depositories or

United States disbursing offices are not available. Monthly, or for each transaction, the agent:

a. Prepares ancertifies a DD Fornl155, Order foiSupplies
or Services, or SF 1165, Receipt for Cash, showing the amount of fees paid.

b. Has theform signed by a cashier dhe bank or other
institution which charged the fee.

C. Submitsthe form as a supporting document to QE29,
Reimbursement Voucher.

B. Audit and Completion of OF 1129.

1. The disbursingffice or agent reviewshe OF 1129 and supporting
cashier’s subvouchers for compliance:

a. Thename ofthe individual designated as an impresind
cashier or agent is correct.

b. No transaction is in excess $00, exceptduring periods
of specified contingencypperations wherthe limitations on imprest fundransactionamay be
increased td$2,500. Repetitive purchases for th@me items or splitting purchases among
contractors to avoid this dollar ceiling is prohibited.

C. The supplies or services acquiregsle authorized for
purchase within the limitations of the imprest fund:

(1) The supplies or serviceare available for cash
payment to be made upon pickup or delivery.

(2) No detailed specifications or technical inspections
are required. Subvouchers include contractors’ paid invoices; sales slips; cash register tickets; DD
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Form 1155; SF 1165, DD Form 1351, or DD Form 1348-1. ifprest fund cashieattaches
the subvouchers to the OF 1129 smbmission tahe disbursing office. The disbursirgffice
retains original subvouchers with memo copy of OF 1129.

(3) If any part of thesubvoucher is questionable, the
disbursing office oragent returns the contractosales document tthe imprestfund cashier.
Appropriate action is taken on the unredeemed sales document.

2. Reimbursement should be made as frequently as necdssang
lessoften thanmonthly. Atthe close of the FY, eimbursement voucher coverialji remaining
subvouchers through September Sall be submitted before thelosing of the allotment
accounts for the month. The accountable ageuistrursingagentreimburseshe imprestund
cashier no later thathe business dagfter receipt of the OF 1129, 1129A, and the contractor's
sales documents.

3. Amount of Reimbursement. Imprest fund cashiers shagdest
replenishment checks in such denominations tlihenable them ti&eep thebalance of cash on
hand at a minimum. However, requests for multiple checks under $25 will not be honored.

100107. Transfers and Payments from Budget Clearing Accounts.

A. Use SF 1081, Voucher an8chedule of Withdrawals and Credits, to
transfer funds from budget clearing accounts.

B. Use SF 1049 Public Voucher for Refunds, as refund vouchers for
processing refunds due remitters.

C. Excise taxes represent axample of a specialepositfund accountwith
local accountability. Place documents supporting collection a$estaxes in suspense when the
collection is made. Remove these documents fitensuspenséle when the disbursement is
made.

1002 PARTIAL PAYMENTS AND COST REIMBURSEMENT CONTRACTS

100201. General

Unless prohibited byhe contractpayment shall benade on partial deliveries
accepted by the government, unless the payment amount is less than $10.

A. Maintain a partial paymemecordwhen more thaonepayment is required
to liquidate the obligation. When the previous partial payment voucher numbers are shown on the
partial paymentecord, it is nohecessary to keep a copytbe vouchers in thebligation file.
Maintain aseparate partigdaymentrecord foreach purchaserder, contract, or othebligation
document requiring partial payments.
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B. When partial paymentare made on DD Formi155 containing discount
provisions,take the discount, if propebased upon thgégems a&cepted shown on theceiving
report. See paragraph 020101 for discount provisions.

C. When partial paymentgre made on purchaserders ordelivery orders,
process theoriginal signed DD Fornil155. Additional copies must be made at this time for
succeeding payments. Do not make partial payments if the DD Form 1155 prohibits them.

D. Payments covering blanket purchase agreements, caltteacts, and
blanket deliveryorders are notonsidered partial payments, except when more @dhapayment
is required on an individual call.

100202. Cost-Reimbursement Type Contracts.

A. The DefenseContract Audit Agency (DCAA) normally reviews and
approves partighayment vouchers under cost-reimbursement tgperacts. Documentation is
not required forpayment processindyowever, thgpayment voucher should laenotated so that
it can be properly identified as a provisional payment. Chec¢kimgrovisional payment block on
the SF 1034 isufficient. The administrativeontracting officerapproves and certifienal
voucher before payment.

B. The functions performed by DCAA personnel include:
1. Verification that amountslaimedfor reimbursement of overhead
are computed per thprovisional, ldling, predetermined, ofinal overhead ratesurrently in

effect.

2. Verification that interim fees claimede computed per tHermula
or terms in the contract.

3. Determination that the voucher has been progedpared anthat
payment for the items listed on the voucher agrees with the terms of the contract.

C. The disbursingoffice will ensure that invoices requiring approval are
properly approved. lénly one copy of thenvoice/voucher is signed, therreproduced copy is
to be filed inthe payment folder othe retained copy can be annotatedginal” and signed and
dated.

D. Before payment:

1. Verify that sufficient funds have beebligated and aravailable to
cover the amount of the voucher.
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2. Determine thathe cumulative costs claimed donot exceed the
estimated total cost set forth in the basic contract and modifications.
3. Verify that funds have been @re being withheld in amounts

sufficient to cover the reserves for drawings, patents, etc., specified in the contract.

4. Compare the cumulative fee claimed with the contractual limitations
on interim fee payments.

5. Verify extensions and footings.

E. Special payment techniquesay berequired wherthe contractincludes
requirements under the FMS program for more than one country or for one or more countries and
the United States. FMS expenditure authority is required for payments or adjustments in the FMS
program.

100203. Progress and Advance Payments.

Progress and advancaypnents relieveéhe contractor fronresponsibilityfor the
total financing ofcontractswhich extend over a long period tifne orare for large amounts of
money.

A. Progress payments shall be made toacth@ractorwhenrequested as work
progresses, but natore frequently thamonthly inamounts approved by the contractoffcer
(FAR 52.232-16). Progregsayments made undéxed price construction contracthall be
made monthly asvork proceeds, or at mofeequent intervals as determined thy contracting
officer, on estimates of work accomplished which meets the standagdaliy established under
the contract, as approved by the contractffgger (FAR 52.232-5). Progregsayments, when
authorized, may be paid against estimated amountscorded, based owrontract change
notification, provisioning order obligation document, or other similar contractual documents. The
contractor isrequired by FAR32.0 to prepare andubmit aseparate SF 1443, Contractor’'s
Request for Progress Payment. éxample of different paymenmtites would bewvhen the
payment involves Unite®tates ratesersus foreigmilitary sales(FMS). Inthis example, the
liquidation rate may be 80 percent for the United States rates versus 90 percent for FMS, and two
SF 1443s would have to Ipgepared. In addition, if more than one FMS coumwplved, the
contractor isrequired to attach a supportisghedule fothe SF 1443dentifying the countries
and apportionment of payment. Unlelgected otherwise in the contract or by the contracting
officer, the contractomust provide SF 1443yith supporting information, to thdisbursing
office designated in the contract instead of an invoice when requesting a progress payment.

B. Advancesarepayments made tcontractors iranticipation of performance

on the contract.This often occursearlier thanthe associated costeve been accumulated and
summarized irthe contractor's accountirgystem. A clause providing for thegayments must
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be included incontracts beforgpayment can be madeFor moredetails, see FAR32.4 and
DFARS 232.4.

C. Progress payments do not include amounts paid contractors for:
1. Partial delivery of items.
2. Partial payments on terminations.
3. Cost-reimbursable type contracts.
4. Construction contractsontaining the payment clauses in FAR

52.2. Account for these disbursements as partial payments per paragraph 100201.

[l 100204. Progress Payment Procedures.

[ A. When allocatingprogresgpaymentsacross ACRNSs, follow the procedures
in paragraph 010103 of this Volume.

[ 1. In addition to the requirements of paragraph 010103, if the
progresspayment isfor FMS requirements, the portion of the amount approveddyment
should be charged to each customer counfigr theFMS customer to receivearrectbilling
statement, the long linkund citation must includehe country codejmplementing agency,
country code designator, and the case finember. If each country code contaimgly one
ACRN, payment Wl be made tothe ACRN reporting the countryode,implementing agency,
and case line item.

[ 2. If there is more than one ACRN for each couctge, the amount

to be charged to each country code will be prorated to the ACRNSs identified to that country code.
Proration will be based on the ratio of the ACRN obligation to the total obligation for a particular
country code.

B. Care must be taken to ensure thatitioévidual ACRNSs arenot overpaid.
The outstandingvork in progress (WIPpalancefor each ACRN cannot exceed the ULO for
that ACRN multiplied by the liquidation rate.

C. Theremay beoccasions whework is shifted fromone contract to another
for the same contractor. However, thehifting of work between contracts should be in
compliance witithe DoD progrespayment policy of taking offsets whenever possibleshlfts
occur, it should bawoted that adisbursement adjustment betwesmntracts is a bookkeeping
entry and not a payment transactions. Accordingly, when work is shifted between contracts of the
same contractor, a progress payment should be the net amount of the transacleton the
contracts. Any transfers ofwork from one contract to another contracill wee ordered by a
modification to each affected contract.
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100205. Progress Payment Recoupments.
A. The recouped amount is determinedhiyltiplying the gross amount of the

invoice bythe liquidation rate. Ifthis amount igreater than the outstanding WbBlance, the
outstanding WIP balance becomes the amount to be recouped.

B. The recoupment should be computed applying the recoupmentirst
against the outstanding WIP balance of the ACRN to which the delivery is applicable. If sufficient
schedule information is available, any remainiagoupment W be against the outstanding WIP
balance othe ACRN representing treelivery furthest into the futuravithin the same service as
the deliverable ACRN. Ifsufficient liquidation isnot available withinthe deliverable service
ACRN, then liquidation fronthe ACRNSs ofother Services shoulaccur against thedelivery
furthest into the future. IBufficient schedule information isot available, the remaining
liquidation will be proratedagainst thoséACRNs with an outstanding WIBalance within the
Service of thedeliverable firstthen off other Service ACRNs if necessary. Thasisfor the
proration will be individual WIP balance to the total contract WIP balance.

C. Recoupments W not beaccomplished involvindgpoth US and FMSunds
unlessboth areinvolved withthe payment othe deliverable item. Ithere is aleliverable against
an US ACRN, progregsayments \ll be recouped as detailed in paragraph 100205-B. If there is
an FMS deliverableprogresgpayments vl be recouped againginly thatcountryinvolved with
the FMS deliverable as detailed in paragraph 100205-B.

D. Forinvoices which offerdiscounts on contract&ith unrecouped progress
payment balances, see paragraph 020105 for details.

100206. Advance Payment Procedures.

A. A subsidiaryrecord should be maintainetbr eachcontract onwhich an
advanced payment has been made.

B. Advance PaymenPool Agreements. Advance paymentsre sometimes
used forfinancing the performance of more than ooentract. This is accomplishedinder a
single advance-payment agreement called an advance-paymmehtagreement. Advance-
paymentpool agreements are often used for fihancing ofcost-type contractwith nonprofit
educational or research institutions for experimental, or research and developmoektathen
severalcontracts or &eries ofcontracts requirénancing byadvance paymentsMore than one
agency or departmenbay have their funds cited owrontractswhich are part of the pool
agreement. \Wenmore than one contractiisvolved inthe pool agreement, one or more of the
contracts is designated as tbentract forwhich the advancepaymentsare applied. This is
normally alarge dollar-valuecontract. Thefollowing guidance must based for an advance-
payment pool agreement:
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1. Prepare a separdi@m for eachcontract in the pool agreement.
Post payments, repayments, etc., applicable to each contract.
2. Prepare one form as the control record for each pool agreement. In

the heading, enter the total amount authorized to be paid under the agreement. At tieaemd of
month, summarizéhe posting of a separaterm andpost to the control recordMake sure
advance payments doot exceed the amount authorized. Cross-reference the control and
individual contract forms to avoid duplication when recording to the general ledger.

3. When the advancepayment isrecouped or repaid, charge the
appropriate contracts in the pool agreement and reduce the amount recorded against the
designated contract as advance payments.

4. When acontract is terminated, thdisbursing office W collect any
balances due for advance payments and accrued interest.

C. New AdvancéPaymentPool Agreements. Thellowing procedures must
be used for DoDComponents operating underewly negotiated advancg@ayment pool
agreements. Thos®oD Components operating under current agreemerills fallow the
procedures in paragraphs 100206-A and B. Db® components W be notified when a new
agreement has been negotiated and the following new procedures apply:

1. The contractor request for advance payment igpproved for
payment bythe designatedDoD Component. The approved request is forwarded to the
disbursing office.

2. The contractor forwardseimbursement vahers to theoffice
specified in the contract responsible for reviewing and certifying cost reimbursement payments.

a. Upon receipt of a properbertified reimbursement voucher
in the disbursing office, it is reviewed for accuracy. If proper, payment is made.

b. The payment must be made citinge appropriations
identified on the contracts listed on the reimbursement voucher.

C. Maintain a partial payment record of all contracts.

d. Make sure thapayments daot exceed the total amount
authorized on the contract.

e. Payments should be made within 5 towvidrkdays after

receipt of a properly approvedimbursement vouchdaut notearlier thanthe datespecified in
the pool agreement. These payments are considered a form of contract financing.
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3. A ledger must be maintained to makae thatpayments plus the
amount advanced dwaot exceed thainliquidated obligations aodll contracts awarded under the
pool agreement. This condition may result from:

a. Failure to receive obligating documents.
b. Nearing completion of the pool contracts.
4. Do not make the payment if it wl cause theunliquidated

obligations tofall below the advanced amount. If the above condibeours, notify the
designatedDoD Component,and request further instructions. The Componeitit advise
whether obligating documengse in transit or thgpayment must b@rocessed tdiquidate the
amount advanced. Take the following actions based on this guidance:

a. If advised that obligating documerte in transit, hold the
payment voucher pending receipttbk obligating documents. After receipt tifie obligating
documents, make the payment to the contractor.

b. If advised that obligating documengse not intransit,
process the payment to liquidate the amount advanced.

Q) Process the voucher asl@al payee amourfthat is,
payable to the contractor or the disbursing office).

(2) Do not mail the check to the contractor.

(3) The disbursing officéleposits the check and reduces
the amount recorded.

4) Notify the contractor of the reduction.

(5) In the event otontractordefault or loss of funds,
immediately notify designated component to obtain processing instructions.

100207. Recoupment Vouchers for Progress and Advance Payments.

A. Progress and advanpaymentsare recouped either by voucher deducti@iram
amounts otherwise due the contractor) océsh refunds. Recoupments should be accomplished
so they vill match thepayment requirements delineated in paragrd@@203, 100204, 100205,
100206, and 100207.

B. Deduction From Voucher. Prepare ftiisbursement vouchd6F 1034)

for completed work for the gross amount due, as though no deductionwlyed, charging the
applicableaccount. Then dedudtom the gross amount thieinds beingrecouped citing the
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progress or advangaymentaccounnumber. Immediatelyecord the recoupment on SF 1096.
Take care to indicate the contract number on both the SF 1034 and the SF 1096.

C. Cash Repayment. Cash repaymenmdy berequired by thegrovisions of
the contract. The contracting officer or other authorized representative:

1. Prepares a DD Form 1131ash Collection Voucher, thatentifies
the repayment, accounting classification, contract number, CLIN or SLIN.

2. Forwards it to thalisbursing office. If aCLIN or SLIN is not
applicable, such as a lump sudeduction, the voucher should so reflect the fact and cite the
applicable modification number.

1003 FAST PAYMENT

100301. General Instructions

When apurchase is made under FRstymenfprocedures (FAR3.3), payment is
made based othe supplier's submission of an invoice whichnstitutes a representation that
delivery has been made and the provision obtidershave been complied with. Paymernill e
made no later than 15 days after receipt of a proper fast pay invoice. Iptsrakies W accrue
if payment isnot made withinthe 15-daytime frame. Disbursing officeare cautioned that all
invoices must be prominently marked “FARY.” The government W not pay the cost of
parcel post insurance. Minimum standards for bill paying under Fast Pay follow:

A. A closed loop process that matchesyments to material receipts and
resolves nonreceipt or other discrepancies.

B. An information flow that links consignee receipt and discrepancy
information to both the purchasing and bill disbursing offices to docuceentactomperformance
and provides timely feedback to contracting/bill disbursing offices.

C. A management control/audit prograior post-paymentexamination of
payments made under fast pay (statistical sampling is recommended).

D. A process that matches expenditures afligations for Fast Pay
transactions. The atching process shoul@ccur as theill is processed fopayment and be
under general ledger control.

1004 ROYALTY AND COOPERATIVE RESEARCH DEVELOPMENT AGREEMENT
(CRDA) INCOME

100401. Royalty and CRDA Income.
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As authorized by 15 U.S.C. 3718genciegnay receive, retain, and usecome
from licensingpatents and CRDAs. Section 3714 providpsnding authorityor Section 3710
without requiring that an amount be provided in Appropriation Acts. However, because these are
appropriated fundsjormal appropriatedund regulations, limitations, and requirements apply.
The funds can be use or obligated during the R¥hith theyare received or the succeeding FY.
Any funds that havenot been used or obligated lige end of the succeeding FY must be
deposited into the Treasury Miscellaneous Receipt Account.
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